
APPLICATION FOR RECORDS RETENTI 

INSTRUCTIONS See Publication No. 76-RM-? for instructions on completing this form. Forward signed original to 
Department of Archives and History, Records Management Division. 330 Capitol Avenue, Atlanta, Georgia, 30334, 

FOR AGENCY USE 
ppllcatlo" Date 

1. Agency Address 
Department of Education 
Off ice  of Vocational Education 
Div is ion  of Vocational I n s t r u c t i o n  
At lan ta ,  Georgia 

pplication Number 

. Dates of Series 
arliest Latest 

I To da+, 

I 
. Person to Contact Working Title 
El Word Divis ion  Di rec to r  

5. Records Serier Title (followed by title used in office; if differentl 
DIVISION MID€ C O M O N  SCHEDULE 

Vocational Organizat ion P u b l i c i t y  F i l e s  

FOR RECORDSMANAGEMENT VSE . 
Application Number 

81- 335 
Date Received Date Completed 

Telephone Number 
65 6-2 560 

~~ 

. Record Series Description This file contains the following'documents (include form numbersand titles, if any): 
Attach samples of the file. 

Documents to: documenting the a c t i v i t i e s  of t h e  d i f f e r e n t  voca t iona l  organiza t ions .  

lnduded are: P a r t  (1) annual scrapbooks compiled by t h e  S t a t e  Secre ta ry  or His to r i an ;  
P a r t  (2)  S t i l l  photographs o r  s l i d e s ;  P a r t  (3) annual r e p o r t s  of state 
a c t i v i t i e s ;  and P a r t  ( 4 )  state newslet ters /magazines .  

B &-+teA Or3.qk-L4C;OC. f%crrmdcr .  
File isarranged: d m o n o l o g i c a l l y  by f i s c a l '  year ;  thereunder  by p a r t ;  thereunder  randomly. 
- 
:. Monthly Reference Rate 

9ne to six months old 

How often are records referred to which are: 

; Seven to twelve months old : Thirteen to twenty-four months old 

twenty-five months and older ? 
I. Annual Rate of Accumulation of Records 

Letter-size drawers ; Legalsize drawers ;Shelves ; Other lspecifvl 

3-50-71; Rev. 7 6  ( O W )  



'ES I NO I 10. Questionnaire (Place an "x" in the proper column) 

X 
a. Is this the official mpy of the series? 

b. Does the series contain mnfidential information requiring security handling? If  yes, cite law or regulation. 

I f  not. where i s  it? 

" 

~ 1. Retei 

c. Is this a vital record? 
d. Does t h i s  series have historical or long term research value? 
e. When one or two documents in the file make it necessary to keep the entire file for a long period, muld these 

f. Is the inforrnation'contained in this series ewr published? If  yes. attach w v .  
6. Is the informhkn contained in t h i s  series e w  analyzed and/or recorded in a summarized report? 

If  yes. attach mw. 
h. Is there a duplication of th i s  series in your office, or in another office or agency? 

If ves. where? 
i. I s  th is  Series Lqr a maior mrb 'on of it1 rew ladrrma . ofilmed? 
I.  -the record Series result in a OD mauter a intout? 

1 
I documents be scheduled semratelv? 

, 

.ion Requirements The following requires the series to be  kept: 

a. State Law years. d. Audit period years. 
b. Statute of limitation years. e. Administrative need years. 
c. Federal law years. f. Federal retention instructions years. 

Attach mpy or excert of laws or regulations. Explain administrative'need. 

.~ ~ 

I 

-. 

1. . .  ~, 1 . .  . .  

12. Approved Disposition Instructions This agency recommends that the f i le series be cut off at  the end of each: 
0 Calendar Year; Ed Fisdai'Year; 0 Other then, ' 

. .  
. -  

. I  ~. 

1 .  ~ 

.. Transfer to l&l holding area; hold . year(s1; then , . .  .~ : ' . : : . ~ .  '. I 

yeark); then 
, .  

month(s) ~ 1 
. .  

Kl Hold in fhe current files area 

17 Transfer to State Records Center; hold ~: yearis); then 
0 Destroy. 

Transfer to State Archives for permanent retention. 
0 Other ISpecify) 

I 

. .  ,. , ~. 

, ., .~ ~ . .  ~. 
: 

These instructions apply to a l l  prior and future accumulations of the series. 

!f explanation.) 


